



























































Agendas

Important Points to
Remember About an
Agenda: .

1. The sample agenda on this page
is a suggested order of business for
meetings. It is important the specific
items of business for a particular
meeting be listed under the proper
category (i.e., under number 3, 4, 5,
or 6). Also, if the meeting does not
have any reports from officers or
special committees, then these cate-
gories do not need to be listed on
the agenda for that meeting.

2. The agenda should be developed
by the township clerk and township
trustee chairman at least one week
prior to the meeting. If possible, the
agenda for that meeting should then
be sent to the other township trus-
tees before the meeting.

3. Any agenda should be flexible
and general enough to allow other
items of business to be brought up
at the meeting by citizens who are
attending or members of the group.

4. The major purpose of an agenda
is to make sure that all of the items
of business that need to be brought
before the group are done. There-
fore, a good agenda will make a
meeting run more smoothly and
make sure that all necessary items
of business are covered at the
meeting.
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The Agenda or Order

of Business

It is customary for every group to
adopt a standard order of business
for meetings. When no rule has been
adopted, the following is the order:

1. Call to order:
“Will the meeting please come to
order.”

2. Reading and approval

of minutes:

“Are there any corrections to the
minutes?”

“There being no corrections, the
minutes will stand approved as
read.”

or

“Are there any further corrections to
the minutes? . . . There being no
further corrections, the minutes will
stand approved as corrected.”

3. Reports of officers and standing
committees:

Officers, boards, or standing com-
mittees should be called upon to
report in the order in which they are
mentioned in the constitution or by-
laws of the organization.

4. Reports of special committees:

5. Unfinished business:

“We come now to unfinished busi-
ness. Is there any unfinished
business to come before the
meeting?”



6. New business:
“Is there any new business to come
before the meeting?”

7. Program:
8. Adjournment:

Unqualified form:

Proposer moves for adjournment;
motion is seconded; the chair calls
for a vote; action depends upon
majority vote. This motion cannot be
discussed.

Qualified form:

Proposer moves for adjournment
within a definite time or adjournment
to meet again at a specified time;
motion is seconded; the chair calls
for discussion; a vote is taken; action
depends upon majority vote.

Reprinted From:

| Move That . . . A Booklet of
Parliamentary Procedure. Sociology
10 (Rev.): lowa State University,
Ames, lowa: March, 1977.

20



Resource Materials for Township Trustees

This booklet is not a complete listing
of all laws and all sections. Instead,
it highlights the laws for quick refer-
ence. For more complete information
see:
1. Latest edition of the Code of lowa
Relevant Chapters:
Chapter 28A—Open Public
Meeting Law
Chapter 28E—Joint Exercise of Gov-
ernmental Powers
(Applicable only to
Fire Protection and
Ambulance Service
laws)
Chapter 39—Term of Office
Chapter 64—Bonds for
Public Officers
Chapter 68—Vacancies—How Filled

Chapter 113—Fences

Chapter 188—Estrays and
Trespassing Animals

Chapter 359—Townships and
Township Officers

Chapter 360—Township Halls

2. Laws Governing Township Of
ficers, Board of Health, and
Cemeteries. Publishers: Matt Parrott
& Sons Company, Box 660, Water-
loo, lowa 50704. Ask for order form
#63-13A.

3. lowa Fire Laws. Publishers: Fire
Service Education, Fire Service
Building, lowa State University,
Ames, lowa 50011. A fee is charged
for this publication.
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